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Administrative Officer, Medical Staff 17 AuG1gs6

Audit of the Recorde Disposition Program, Medicel Staff

. is the revised Records Control Schedule prepared
b in accordsnce with s regoest from your office
e Medical Staff Records Progrem. This Schedule
supersefes the previocus Schedule dated December, 1953.

2, The following significant fects are derived from the
racords audit:

e, There are 560,7 cubic feet of records mainteined in
126 pileces of Tiling equipment which is valued at $18,848,50

b. 3% of the total records have been identified as
having persanent value.

e. 10§ of the records consist of library material, and

4. 87% are of tewporary value,

3: The immediazte application of the Records Control Schedule will
peruit the elimination of €0 eudic feet of inactive records in the
enlendar year 1956 through transfer to the Records Center or by
@estruction {n the offices, The disposition of inmctive records will
wske availlable to esch office wuch needed filing space required by
sceumulating eurrent recorda,

b. The primary purpose of the audit wes to revise the Records
Control Schedule. However, other srees of the Records Managewent
Program were also cbserved and genersl recowmendations outiined in the
attached survey report are submitted for your consideration.

¥+ The cooperative spirit of the personnel im your organizetion
wafde possible the development of an effective Records Control Schedule

which should be of assigt went of an important part
of the Agency's records. will be available to advise 25X1A
and aspist your Aree Re r the implementation of your

Records Mansgement Program.
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RECORDS MANAGEMENT SURVEY OF
THE HERIGAL BTARF

GERERAL OBSERVATION

A noticeable increase in the scope of the overall Medical program
was evident throughout the entire Medical Btsff resulting in an increase
in records holdings and filing equipment since the introduction of the
Records Maunsgement Progrem In 1953, The records holdings have increased
from 472 cubie feet which were maintained in 97 pieces of filing equip-
ment to 560.7 cubic feet now occupying 126 pleces of f1ling eguipment,
A breskdowm of the equipment inventory is sttached.

RECOMMENDAT IONS
1« That the Medical Btaff consolidate all wedical files on Agency

employees into one alphebetical or numerical f1le which cen be serviced
from & central location.

At present several seriee of ewployeas case files, card files ani
indices are located in veriocus divielons and branches throughout the
Medical Btaff. These files consist of the medical charts, x-reys,
health cards, immunigzation records, psychistric files, and the
peychological interview files, 88 well as locator indices. Consider-
ation should be given to bringing tozether as many of these series
&8 1s practicable for both economy end efficiency purposes,.

2. That s wore mctive records dispoeition progrem be carried out,

8ince the initial application of the records disposition progranm
in December 1953, 186 cubic feet of records {the equivalent of 2k k.
drawer gafeg) have been retired to the Records Center. The wajority
of these records have been transferrod from the Registrar's Section
and the Xray Branch. Through continued application of the disposition
schedule the personnel in the Xvray Branch have been able 4o reduce the
Xrey files from 187 cublc feet to 11L cubic feet and the filing equip-
ment frow 11 to 7 Xrey cebinets. Buch accowplishment reflectsz a
continuing interest in the dlsposition prograw. There sre, however,
other areas where no retirement of records has been accompliahed to date,
In these areas lack of filing spece is becoming a mejor problem. The
records Qispesition plan provides for the retirement of insctive records
from office equipment to less expensive storage areas, thereby releasing
offige space for active and accumulsting records. '

3. That,the Peychietric Division consider a re-evaluation of the
Personal interview files.

Thege files have incressed from 1,5 cubic feet to 32 cubic feet
since 1953, and noneof the inactive records have been removed from
the filles. The Medicel Biaff previously agreed to the destruction of
these files one year efter they had been evalusted, except for those
which become & part of the Peychiatric Interview files. The gudit

revealed that the disposition insiructione have not been followsd.
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During the 1956 audit theee files were incorporated with the Psychlatric
Cage files and the retention period was increased 1o conform to that
being mssigned to the Medical Chart files, (Item 45) However, it ia
falt that such 8 long term retention periocd for these interview filesg

is not varranted. A suggested retention period of 5 years-after
evaluation appears to be sdequste. In sany eveni, 1t 1s felt that these
files could surely be destroyed upon scperation of the employese frowm :
the ig&nc:‘f * :

k., Thet the method of filing health cerds, Forw 205b, in the Health
Rooms be changed.

In the Health Rooms two file systems mre being maintained Pfor the
same type records. One system utilizes folders for each letter of
the alphabet into which the health cerde sre filed slphabetically. This
method appears to be sdequate for the volume of cerds sccumulated. The
other area has expanded 1ts records holdings frow & cuble feet to 16
cubic feet} much of this expansion iz due to the method of filing used.
Each health card is meintained in an individusl acgo-type folder. The
cerd form 205b is so designed that s folder is not required for filing
purpoges, Guide cards way be used to designate each letter of the
alphebet and they will also serve to meintein the cards In an upright
position, By eliminating individusl folders & sevings in space will
be resliged to the extent that one safe could be released sand, in
addition a savings would result in time regquired to prepare the folder
forathe files and to faeten the health card inside the individual S
folder, ‘

‘2_
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INVERTORY o
MEDICAL STAFY
FILING EQUIPMENT
, Office Aain . Total Replacewent
Type of Chief  Support  Registrar P.D. 780 PCD 838 Units Talve
2 ar legal safe - 1 3 $ 728.90
L dr legsl safe 3 4 5 7 1Y 3 27 8388.80
b dr letter safe 1 € 1 18 5203.80
5 dr card safe 1 1 2 660.80
Vigible Xardex 2 2 882.00
3 dr Xrey Cabinets T 7 1085,00
5 dr letter cabinets 2 n 1240.,70
Booksbelves 6 3 18 9 T 3 K6 558,50
' Total Replacewent

Value $18648.50
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